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NATIONAL INCIDENT MANAGEMENT SYSTEM (NIMS)
INCIDENT COMMAND SYSTEM (ICS)
POSITION TASK BOOKS (PTBs)

Position Task Books (PTBs) are designed to be used by any individual (trainee) interested in becoming certifi
under the National Incident Management System (NIMS). The PTBOs are intended to be used to document
experiences that indicate successful conguietf tasks specific to an Incident Command System (ICS) position.
The performance requirements for each position are associated with core ICS competencies, behaviors and 1
as suggested to the Federal Emergency Management Agency (FEMA) by-disaplined, highlyexperienced
expert panel.

Trainees are evaluated during this process by qualified evaluators, and the traineeOs performance is docume
the PTB for each task by the evaluatorOs initials and date of completion. An Evaluation Reberdomibleted
by all evaluators documenting the traineeOs progress after each evaluation opportunity.

Successful performance of all tasks, as observed and recorded by an evaluator, will result in a recommendat
the Oauthority having jurisdiction® tfe trainee), that the trainee be certified in that position. Evaluation and
confirmation of the traineeOs performance while completing all tasks will normally require more than one trair
assignment and several different evaluators. Incidents |astirggal days may involve multiple evaluators. Tasks
may be evaluated on incidents, in a classroom simulation, in training and HSEEP compliant functional or full
scale exercises and in other work situations as long as there is a qualified evaluator.

It is important performances be critically evaluated and accurately recorded by each evaluator. All tasks must
evaluated.

The Interstate Incident Management Team Qualifications System [IIMTQS] Guide lists the definitions for train
evaluator, training dicer and authority having jurisdiction.
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Responsibilities:
1. Authority having jurisdiction (AHJ) :

¥

¥

Select trainees based on the needs of their organization or to fulfill their obligations to contribute to
Incident Management Teams or othvéutual Aid agreements.
Provide opportunities for evaluation and/or making the trainee available for evaluation.

2. Thelndividual/ Trainee:

KK K K K

#

¥

Reviewing and understanding instructions in the PTB.

Identifying desired objectives/goals whenever an opportunitgvfaluation is recognized.

Providing background information to an evaluator.

Assuring the evaluation record is complete.

Completing all tasks for an assigned position within the timeframe allowed for that position. All tasks
with an approval older than tladlowed timeframe must be reevaluated.

Notifying the local AHJ /training officer when the PTB is completed, and obtaining a signature
recommending certification.

Retaining the original PTB and provide a copy of the PTB to the appropriate individual/degadm
obtain a qualification from your agency.

3. Evaluator(s):

¥
¥

¥
¥

¥

¥
¥
T
¥
¥
¥
¥

Being qualified and proficient in the evaluated position.

Meeting with the trainee and determining past experience, current qualifications and desired
objectives/goals.

Reviewing tasks with theainee.

Explaining to the trainee the evaluation procedures that will be utilized and which tasks may be
performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and initialing comple
of thetask to indicate satisfactory performance. Unsatisfactory performance should also be document
Completing the Evaluation Form found at the end of each PTB.

Completing an Incident Personnel Performance Rating (ICS 225) form.

heFinal Evaluator:

Being qualified and proficient in the position being evaluated.

Reviewing the traineeOs record to ensure completeness.

Signing the verification statement on page 2 of the PTB when all tasks have been initialed.
Ensuring all tasks have been completed withirthinee years prior to submission for final approval. Any
task with an approval older than three years must be reevaluated and brought up to date.

5. Training Officer:

KKKKKTK KEKKKK

K K K

Providing the correct version of the PTB to the individual in order to document performance.
Explaining to the trainee the purpose and processes of the PTB as well as the traineeOs responsibiliti
Tracking progress of the trainee.

Identifying incidents or situations where the trainee may have evaluation opportunities.

Identifying and assigningneevaluator that can provide a positive experience for the trainee, when the
evaluation opportunity is within the AHJOs jurisdiction.

Receiving and filing documentation from the assignment.

J Designee

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB as well as the traineeOs responsibiliti
Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator who can provide a positive erperfor the trainee, and make an
accurate and honest appraisal of the traineeOs performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring documentation is proper
complete
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Competencies, Behaviors and Tasks:

Each Position Task Book lists the performance requirements (tasks) for specific positions set by the ICS
competencies and behaviors (September 2007) recognized by FEMAOs National Integrati@an@eosted to
the NIMS Resource Center Web shiép://www.fema.gov/emergency/nims/

There are numerous bullet statements listed under each task. The bullet statements are listed as
guidelines/examplem®r the evaluator to follow to insure that the intent of the task has been completed. Not all
bullet statements for a task are required to be completed if the overall intent of the task has been satisfied.

Each task has a code associated with the typaiofng assignment where the task may be completed.
Definitions for these codes are belowwWhile tasks can be performed in any situation, they must be evaluated o
the specific type of incident/event for which they are coded.

Tasks coded | must be evatad on an incident/event, and so on. Performance of any task on other than the
designated assignment is not valid for qualification.

If more than one code is listed, the task may be completed on any of the listed situations (e.g. If code I, O1
and O2 arelisted, the task may be completed on any of the three listed].he evaluator should circle the
evaluation code the task was evaluated at.

O1 = Task can be performed on a Planned Event, HSEEP compliant or Full Scale Exercise with equipment
deployment whih is managed under the Incident Command System (ICS). Examples of exercises that
may employ ICS include oil spill, search and rescue, hazardous material response, and fire.

02 = Task can be performed on an Exercise which is managed under the Incidentrdddystam (ICS).
Examples of exercises that may employ ICS include oil spill, search and rescue, hazardous material
response, and fire.

O3 = Training or Daily Job environment that tests knowledge/skills associated with the task.

04 = Task can be performetiliring an ICS course classroom environment that tests knowledge/skills associate
with the task.

| = Task must be performed on an incident, which is managed under the Incident Command System (ICS).
Examples of incidents that may employ ICS includespill, search and rescue, hazardous material
response, fire, or law enforcement incidents that may be emergency-emeogency in nature.

R = Rare events seldom occur and opportunities to evaluate Trainee performance in reahsetimged.
Examples of rare events include accidents, injuries, vehicle and aircraft crashes. Through interviews, tl
evaluator may be able to determine if the trainee could perform the task in a real situation
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INSTRUCTIONS FOR COMPLETING THE EVALUATON RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on inciden
simulations in classroom or in daily duties, depending on what the position task book indicates. This should t
sufficient for qualification in theosition if the individual is adequately prepared. If additional blocks are needec
a page can be copied frarblank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD

Evaluator’s name, incident/office title, agency, and email: List the name of the evaluator, his/her incident
position or office title, agency and email.

Evaluator’s home unit address and phone: Seltexplanatory

#: The number next to the evaluatorOs name in the upper left corner of the evaluationaetified & particular
incident or group of incidents. This number should be placed in the column labeled OEvaluation Record #O ¢
PTB for each task performed satisfactorily. This number enables reviewers of the completed PTB to ascertair
qualificaions of the different evaluators prior to making the appropriatecfigon the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildthfire, structural fire, search and rescue, flood,
tornado, etc.

Complexity: Identify complexity of incident or sulmcident thathe evaluation is for by Type.
COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIQD

Number and Type of Resources: Enterthe number of resources and types assigned to the incident pertinent to
the traineeOs task book position.

Duration: Enter inclusive dates during which the trainee was evaluated. This block may indicate a span of tin
covering several small and similacidents if the trainee has been evaluated on that basis; e.g., several initial
attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
this trainee.

Date: List the dé&e the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials
in the PTB.

Evaluator’s relevant qualifications: List your relevantgualifications to the trainee positiopou supervised
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